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FOREWORD

4
This VOLUNTEER PROGRAM MANAGEMENT curriculum guide was epared in
response to a request from directors of volunteer sery ces at the
State agency bevel as well as directors from the many and varied
community based agencies. Prior to writing the guidelines two work-
shops were co-sponsored by the California' Hospital AssociAtion and
this office. Approximately seventy representatives from/ volunteer
agencies and Community Colleges debated the iss s. The general
recommendation was to continue work toward com etion Of the guide-
lines but to also provide in-service training on implementation of
the prograM to a select number of Community olleges.

The San Diego Community College District r ceived Vocational Education
Act funds to hold six workshops. Five C munity Colleges (Indian
Valley, Long Beach, Los Angeles Valley, iverside, San Diego Mesa,
and West Valley) were selected on the asis of initial interest in
the program plus being located in a,cg ographical area populated by a
large number of agencies utilizing v lunteers. Mrs. Arty Trost,
Project Director, and members of th °Steering Committee offered the
in-service training. Additional j put for this guide was obtained at
each of the 4orkshops..

This suggested curriculum refle is the expertise of those persons who
crrect volunteer programs. Th, s'guide was prepared to'assist Community
College administrators in the development of an education and training
program for persons who desi to become a director of a volunteer
program or for those curren y employed who desire upgrading or re-
training to meet new trend .

Leland P. Baldwin
Assistant Chancellor
Occupational Education
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PREFACE

Educational opportunity must meet the demands of the changing scene in
California Life, technologically, socially and culturally. Community
Colleges offer education andtraining,with emphasAis on student needs.
This new era of education is concerned with progrkls related to the
helping services. An example is the new program.to train and educate
persons to become directors of volunteer groups.

Increasing unemployment, the lowering of retirement age, a lengthened
life span, and people enjoying health and vigor in their senior years.
are only a sampling of the reasons people volunteer their resources of
human potential to help others. ,,.The increasing complexity of defining
the need for services and identifying the most effective resources has
resulted in the need for coordination and planning. The Director of
Volunteer Services' is one step on the career ladder of this new occu-
pational area. Legislation at the federal and state level affecting
volunteers is under consideration, particularly to provide appropriate
recognition of the social benefits derived by the community.

The VOLUNTEER PROGRAM MANAGEMENT curriculum is essentially multidfsci-
plined and suggests team teaching by'faculty of social/human services,
business management and superv,ision programs. The need for expertise
in this field for faculty teaching the specific courses is readily
apparent.

tt

' Sidney W. Brossman, Chancellor
California Community Colleges
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VOLUNTEER PROGRAM MANAGEMENT

Guidelines for Community College Curriculum Development

Introduction

The Volunteer Program Management curriculum was developed to educate and
train persons to be effective and efficient administrators of the numerous
volunteer programs in community-helping institutions and agencies through-
out the state. The field of volunteerism has sown an enormous increase
during tpe past years in both scope and types of services. This.increase
has created a demand for adequately trained individuals to provide
consistent supervision and direction, thus fulfilling the accountability
and availability required of management positions.

Most agencies employ full- or part-time directors of volunteer- services.
The director is essential for an effective and efficient volunteer
program and the person who can prADfit most from an educational prOgram
provided by Community Colleges. In Riverside County, a poll of agency
opinion indicated that "effective volunteer programs in the area .of
direct service will come about when there are coordinators of volunteers
and when these coordinators have hal some specific training toward
effectvely fulfilling their jobs."1/

The following examples indicated the need for trained directors of
volunteer services. During 1972-3 a social, welfare survey showed-ITZt
45,000 welfare recipients were served by 12,000 volunteers. These
volunteers'were supervised by 40 full- and part-timedirectors.

There are 200,000 hospital volun'eers serving the 600 hospitals in
California. Of these approximately'200 have paid directors of volunteer
services.' lh December, 1972, the California Youth Authority surveyed 69
correctional agencies. At that time 20 full-time and 12 part-time (
coordinators were supervising more than 9,000 volunteers.

ACTION is a government agency with the motto: hesCding people to help
themselves. Created by the President and Corigress on July I, 1971,

ACTION unites federal volunteer agencies, into one single effort. Funded:
by ACTION are volunteer groups headed by directorA These groups
include RSVP (re-fired senior volunteers), VISTA (volunteers helping
America's poor),, SCORE (retired executives), ACE (active executives).

To further iqjicate how volunteerism is increaseing: BusAless and
industry recruits volunteers for community service through banks,.
telephone companies, airlines, etc., Justice agencieNutilize volunteers
in the county jail "diversion" programs, halfway houses, and drug
prevention programs. Scores of volunteers help in school and public
libraries. There are 39 VolurhQgr Bureaus and Voluntary Action Centers
throughout ,the state. kn addition, there is an' increasing involv.ement
of volunteers in traditional county health departments, as well as
mental health programs. Thousands more are working in United Way
agencies? Red Cross, Heart Association, Easter Seals, and other community
service groups.

I/ Riverside Planning and Volunteer Center - A Vo n Action Center, 1971.
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In order to p6operly carry out their func ons, each agency has great
diversity-1n types of work, as well as lev Is of work. Types of work
flange from support of office personnel, to aking decisions, to helping
solve probelms of various persons in the ,tommunity. These jobs range
from direct services,'to group interaction, to leadership.

In many instances the'agencies utilizing volunteers employ directors or
managers. The .2lAre'ctor has the job of training yoluDteers, working with
prrofessionalistaff and board members. The direcfor is actively responsible
for the over -all conduct, direction, and superviion of the volunteer-
program; and may, also, be responsible for board and advisory committee
training.

a

Directors of volunteer services now in the field hale varying educational
background high school diploma through master's degree. Someare
persons retired from a profession who want to continue to find personally
satisfying opportunities, to be usefully involved in community life, and
to contribute a full measure of their talents, abilities, an,d experience.
However, some community service professionals real -i-ze they need more
skills to be effective in this emerging field. Retired social workers,
doctorsj and psychologists have discovered their education focused
largely on work with individuals ratner than complex organi2ations and
communities. The job of director of a volunteer program focuses on
organizational change, effective community planning, and program develop-
ment. Directors must understand the process of social change and have
skills to bring the planned change into being.

Many positions have, in they past, been filled by persons whose experience
is not in the field of volunteerism or by volunteers who have come up
through the ranks of individual agencies without any specialized adminis-
trative'training. Some large agencies assign director duties to staff
as part of +heir existing caseload. To satisfy the needs Of persons
from such a variety of backgrounds, it is suggested that Community
Colleges offer the Volunteer Program ManageMent curriculum as an associate
degree program, and also give a Certificate of Proficiency to those who
-successfully complete the "core" coursework.

10
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BACKGROUND AND CONTEXT

Historical Background

Today's volunteers are carrying on a great tradition in American life,
Volunteerism ha's been am accelted part of community life eyer since the
barn raising activities of the early,colonists. The Contribution of
time and energy to help others, to organize and seve'in community and
religious causes has been an historic factor in the growth of the
United States. The pioneers in virtually every human service field,
from medical care to welfare to probation to education; were volunteers;,
laymen who saw unmet human needs in their own, communities and moved to
help with them.

These volunteers, motivated by religious precepts and humanitarian
concerns, established and operated sett ent houses, children's homes,
services for individuals and families, and many other agencies of assis-
tance. As the problems of industralizati and urbanization multiplied,
these early agencies began* to employ acilitating staff. As the concepts
of social welfare, criminal justice and statutory education became more
institutionalized, participation of the volunteer in direct service
declined as professionalism &merged. The volunteer withdrew from the
client and srved on boards and committees, making policy and planning
decisions and serving as fund raisers.

However, by the early 1960's, the pendulum began to swing back, and more
and more service volunteers' were recruited to strengthen agency pro-

grams. Volunteers began to take on more importance 'in'the cultural and
visual arts, in legislative affairs, and in almost every segment of
American life.

Considerable impetus to the volunjOry action movement has been given by
the federal government. The 1967 Social Security Act amendmets mandated
the use of volUnteers in state-public welfare plans by July I, 1969.

The Early Childhood Education Act also mandated the use of volunteers in
the schools. President Nixon established the Office of Voluntary Action
to encourage and stimulate more widespread and effective voluntary
action for solving domestic problems. The non,-profit National Center
for Voluntary Action, financed through voluntary contributions, was
formed to educate and assist individuals and groups about the possibility

Iof volunteer service. The Associ&tion of Volunteer Bureaus of A erica,
a non-profit organization affiliated with United Way, serves memb r
agencies to bring prospective volunteer and utilizing agency toget er to
fulfill needs, i.e., accreditation and communication. They also offer
man'.forms of training for volunteers, staff and the community.

As Alexis de Tocqueville noted in Democracy ih America, Americans have
a procl)vity for inducing their fellow men into voluntarily espousing

causes. In Reclaiming the American Dream, Richard Cornuelle, identified
churches, labor unions, foundations, business associations and charitable
bodies as the "independent sector" which provides a "third force" to
counterbalance government and private enterprise. And Eva Schindler-

Rainman and Ron Lippitt, in their book The Volunteer Community, say

that:

3
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A democratic social system--nation, state, community,"
brganization or group--must depend to*a high degred on
the volunteered timeand energy of its members for its
maintenance, stability, growth and developMentl/

Objectives 3

The objectives of this occupational education and training program_in
Community Colleges should be .two fold:

I. Inservice: A?program of study to suit the needs of employed
.

volunteer program directors in order to update and improve skills,
knowledge, and attitudes. , -.

2 Preservice,: A program of study to attract persons of varythg
ages to prepare them for employment as directors of volunteer,
programs and to provide the background and training to permit
continued serf-improvement. Thesec,.7ould be persons ?lel* to the

field or 'those serving in_the role of volunteer coordinators
as volynteers. ( '

#...

Occupational education and training for directors consists of broadly
based competencies in the field of 'social/human services. Coursework
must be of sufficient depth that'the graduate may b9 employed, in one
of the cluster of related work opportunities. .Funotional competence
in the volunteer program management curriculum has the following
components:

The training should provide the graduate with basic skills the
abilities to analyze organiFational problems to facilitatepLanned '

change in orpanizatiOns;, to relate and coordinate fragmented community
resources; to'aid planned changes in community 14e; anq to develop
and channel volunteer effort.

The Community College should provide an educational environment that
promotes, stimulate4, guides, and dev.elopS positive attitudes toward
openess to change and an understanding of multitlItural differences.
The curriculum should be so structured and presented that development
of attitude an integral part of the education, training., and rife
experience of'theostudent.

Who Are the Students?

The Volunteer Program Managemett curriculum has been designed to meet the
needs of persons from a variety of backgrounds. It is anticiated'i"rat

there are four basic categories of people who would be interested in
V.P.M. %

2/ Eva Schindler-Rainman and Ronald Lippitt, The Volunteer Community.
Washington, D.C.: 1,ITL Learning Resources, 1971) p. 43.

I
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1\ Those.expereinced in volunteerism ind oriented toward continuing
education.

2. Those experienced in volunteerism and4interested im immediate
employment.

3. Those without experience, but inferesfdin becoming a program
coordinator. .

4. Those without experience, but interested in employment and advanced
education.

General abilities needed by all voiunteers include communication skills
in speech, composition, and reading; ability to give and follow oral or
written directions;,ability to use good judgement in directing others to

\work safety; abilitito learn new skills; ability to listen as well as
hear.

It is .e'Stential that directors of volunteer services possess adaptability,
flexibility, self-awareness, self discipline, creativity, and have a
sense of responsigility. They' should also possess, the desire and capa-.
Wity,for continued education to meet the changing needs of the community-
helping services.

Knowledge, Attitude, Skills, and Abilities

The Community College program for Volunteer.,Program Management is primarily
occupational education to train persons to administer and manage volunteer
programs in a variety'of agency contexts. The curriculum, although
multidisciplinary in nature, should be offpred,through a department of
social/human services, psychology, or public services. Knowledge
needed fo'r the social /human services can best be presented in the following
contexts: .

I. The history, philosophy, and evolution of volunteer'service.

2. Theory and concepis of volunteerism, voluntary action, and volunteer
services.

3. Understanding the problems of, and the benefits to: persons receiving
service, the volunteer, 'the agency, organization or institution,
and -MR entire community.

4. The basic principles of organizing and developirl, volunteer programs:
the power structure, center of influence, and relationships needed.

5. understanding of the variod's community resources, their otani-
zationa ructure, and referral services.

6. Familiarity with cultural differences and the widely divergent
roles and assignments that can be assurried by volunteers.

411,

7. Famili ty with procedures and methods related to recruitment,
'selection, training, supervision, and evaluation of volunteers and
the program.

4
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8. Understanding of the trends and issues which are currently of

concern to volunteerism.°

Attitudes

Students bring their culture and the philosophy of their ethnic group to

the educational experience. Although maintenance Of °Ws culture and .

innate integrity and ability is primary, students must -be exposed to

attitudes ft-plicit to the helping professions: to believe passionately

in people, to believe in the elimination of inequities, to believe in

the concomitant_responsibrility of persons to contribute to society.

Such attitudes expressed in the context of voluntarism are:

I. An appreciation for the various contributions that can be made to

improve social problems through volunteer efforts.

2. An appreciation of the validity and.positive value of volunteer

services as an activity.

3. Acceptance of the ability of volunteers to assume responsible

.

assignments and participate in a wide range of community/people

(social/human) services.

4.- Recognition of the volunteers as performing roles of direct service:

4administrative,assistant, policy foOlulator, innovative catalyst,

and change agent, and being an_integral member of the planning

process.

5. Belief in the potential for planned soci'&,1 change through a process.

6. Comr%ent tan Affirmative Action policy in the recruitment and

selection of volunteers.

7. Acceptance o,ficthe necessity to carefully organize volunteer programs,

including 1-64'organization of methods and procedures for recruiting,

selecting, training, evaluating, and supervising of volunteers.

Skills and Abilities

Skills and abilities are interrelated. Basicabilities for this program

are: how one uses his knowledge of the helping process; the interpersonal

skills developed by working with people; sp'ecific skills related to

assignments in various agencies. More specific skills are related to:

I. Fund development, grantsmanship.

2. Making a task analysis, writing a job description, securing board

and administrative staff -approval.

3. Being a catalyst in The planning process.

4. / Developing goals and management objectives for the various levels

of activity.

6



Designing a trafrniN curriculum.

%,
6. TeChniques 2- evaluation.

0
=

7. TeChniques of supervision.

8. Techniqu, s of interviewing, analyzing, protnlem

\-
9. Match g volunteers skills and abi!ities with agency needs.

//7
DEFINI.TlON OR TERMS

Oa

Commuility Colleges

AlthJgh some groups retain the title of Junior College, the present
Osage of "junior college" had different meanings it the li+e-ature.
;his confusion is core,potinded by substitution terms such as "community
junior college," "city college," and "public junior college." Ine term
"community collefie" has generally become recognized as a public institution
whicfattracts most of its students from its sJrround-ing area, and
develops a'wide variety of courses and programs o' study in response lo
the needs of the local community. ;hos the term "community college" in
this document is defined as a post-secondary, two-year degree granting
institution.

. Volunteer.

An individual' who freely contributes his services wi+hout financial liain
to a functional sub-community. Although transportation, lunches, or
other items incidental to the volunteer's activity may be reimbursed,

the activity itself is performed without pay.

Volunteerism

The activity of volunt ers;,the entire scope of volunteer services
performed without pay.

Voluntarism

The philosopl:iy of volunteerism; the theoretical underpinning; things
done voluntarily; uncoerced activity.

Director of Volunteers (see the Career La'tice in Appendix)

The chief administrtor of a volunteer tervices department,,with respon-.
sibility for planning, developing, and'implementing policies, standards
and procedures of volunteer participation. Although this is emerging as
a paid professional position, it is also performed by volunteers.

Functional Sub-communitiesY

One way to look at th volunteer world il to divide it by the functions
of the community, in each of which there are needs and opportunities for
volunteers. These functional sub-communities include:

3/ The following was taken directly from the book The Volunteer Community.
op. citbd, R., 44-45.

a7.7
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I. The recreation and leisure time community (public ancl private
recreational and leisure time e4-forts,, as well as commercial apd

business recreational efforts.) . .

21. The cultural community (both rublic and private cultural efforts] ,

including the arts, dance, music,' writing, drama and museums.)

3. The educational community (public, private, and parochial schools,
and both formal and informal adult eduCation.)

4: The economic community, including private business. ;t

5. The political community, including governmental functions as well
as political organizations.

6.' The welfare commun.ity (private and public welfare efforts and some
union efforts in relation to the welfare of the worker).

7. The religious community.

8. The health community (public, crivate and business health facilities

and opportunities.)

9. The social control community, inciddinc; pc:Nice, court, probation,

corrections, and parole efforts and activities-,

10. The mass communication commur(ity, including TV, newspapers, radio,

and other varieties of mass communication.
/-

II. The physical, goegraphic or ecological coMmunity, including oppor-
tunities for volunteers to serve as physical planning aides, newcomer
welcomers, statistical documenters,,etc.

1-
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THE PROGRAM
i

In May, 196 , a National Program for Voluntary Action was created by
executiv0Ord r. The purpose: to effectively use voluntary actions in
connect-jorl/i h federal programs dealing with urban living and poverty

'

problems.,' !'

To build 4...-4q1l-1 volunteer service program, basic responsibility and
commensurate utbprttv must be designated. This position has been
identifiel as a Yirector of Volunteer Services.

A volunte9r -vices program in any agency should indolbrate four
essential, t cA of implementation:

I. Buil ja Fi-amework: Establish specific program goals to supplementt
and com lement the services provided by paid staff; establish an
organi.ztional framework; identify specific classifications of
volunteers, and define the jobs they are to perform.

2, Enlis Volunteers: Develop recruitment and-selection policies
ident fying the mtthods and criteria to be used.in order to secure
volu eers from all segments of'*the populaTion.

3. Train he Individuals: Provide orientation and continuing training
for pith paid staff and volunteers, provide continuing guidance and
super ision to the volunteers and staff.

4. Eyalu te The Program: Establish contrls and data collection
Roceclures in the program to serve as i basis for evaluating the
volunteer services program. Evaluatin provides the framework for
operational change and development. (from: Volunteers in Public
Weifarle, The California Story 1962-1974.)

t4hy People)iolunteer

This ProgrAm is designed to train persons who coordirate croups of
volunteers'. volunteers who sincerely wish to perform a service to others
for which There s no monetary compensation.

"WiJling" olunteers desire to become responsibly involved in the real
problems a'd needs of society and the community. It has been found That
donated se ices to public institutions improve The quality of the
institutio 's program for the community. An example of "willing" volun-
teerism is kehen one volunteers time to the school, the hospital, or
other instt ution. Many times this traditional volunteer work is directly
related to eeds of a member of the volunteers own family. The 70's
have produc d new types o' volunteers and services.

An increasing amount of leisure time aas a result of- a)utomation in both
home and office has created a desire for persons to volUnteer their
services. Executives of corporations volunteer service during business
hours. Time will come when the company will release other employees, on
office time, 70 contribute a gift of services to a day-time agency
needin9,vojunteers. The new experiences and change from daily routines
may provide the stimulation to create an awareness that will boost
employees morale and company benefits.

9



.The challenge is for organizations to find ways to evaluate the benefit
of volunteer service in order to sell business and industry on releasing
employees for volunteer activities.

Ear)y retirement and increased personal health have motivated many
persons to seek new avenues to satisfy their deeper needs or personal
contact and use of their skills`and ideas. The '!young" Odor citizen
is a potential resource for the many volunteers being sought today. The

retiree has a desire to be "retreaded" not,retired. Volunteering
services provides therapy to meet the need to be be needed.

Newcomers to a community are
personal help to meet others
them become involved quickly
them make career choices.,

lJdges are assigning volunteer work as-an alternative to a fine or
probationary sentence for juveniles and adults. Persons who have been

T
notionally disturbed find in volunteering a path back into the community.
rr=ectors of volunteer programs are indeed challenged.

another group who find volunteering a
. Students also find volunteering helps
in campus activities as well as to help

Tasks of the Director

The tasks of the director of volunteer services should be related to the
needs of the particular employing agency. Each course of study should
be designed and presented with,earning objectives so that the studept
will be able to identify the relationship between the learning process

and the job. Task statements' expressed as learning objectives, can be
stated as the knowledge and ability to:

. Recruit, screen, interview and place volunteers to match their
interests, abilities, and physical capacities as nearly as
possible. Volunteers should not displace employed workers or
impair existing contracts for services.

. Plan goals, objectives, and evaluation for the entire program
(to include training and orientation).

. Develop the instrument and complete a needs assessment of the
community that will form the basis for a volunteer program.

. Develop a budget and yearly financial statement.

. Make decisions which will' facilitate problem solving.

. Write proposals- and reports.

. Act as the liaison between the community and the agency, the
board, the community, apd the agency; the'volunteer program
staff and the agency staff.

. Plan for various social functions.

10
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. Serve in a bilinigual, bicultural capacity.

ConduCt and interpret research studies.

. Interact on a personal relationship basi=s that will contribute
to social change effOrts.

-4

. Develop a program of Affirmative ACtion-

. Supelivise individuals and teams of volu eer_workers.

Pre-Planning

Successful results for an occupatMal education'rtrainh prbgram treguires
pre-planning in a vareity*of areas. Such pre-planning will most
effective if done in close coordination with the Chancellor's Office,
California Community Colleges, prit)r to application for program approval.

Administrative Support

It is essential that the administration be itri sympathy with the program
and support it both financially and administratively. Placement of the -

program in the correct department is important. The program should have
autonomy, however structured. This program, wound be more successful
in a department that emphasizes career education; such as a department
of Public Services or Human Services. The program is multidisciplinary;7

\nurses have business administration, public administration, and social
services components. This broad orientation wilJ take administrative
decision makinli and 'support to fashion a cohesive program.

The Volunteer Program Management curriculum outline should be listed
separately in the college catalbg. Students must clearly understand the
core course work and the certificate or associate degree options.

Conclusions

;..The program should be I) developed under the jurisdiction of the Dean
Of Occupational Education; 2) given autonomy in-II-he college catalog
under the separate heading of Volunteer Prograrlmanagement; 3) given
strong administrative support by: a) providin.Wadeguate funds from
the occupational education budget of the collegg; b) appointing a
competent coordinator with ample time to develop a complete curriculum;
c) establishing an 41dvisory Committee.

Advisory Committee

Community involvement and support are essdntiakiaspects of program
planning and implementation., The communityts needs for the program
is determined by an Advisory Committee. The AcNisory Committee
should be composed of representatives from volOteer agencies and
institutions in the public sector, the voluntary associations, the
business sector, volunteers in government and volunteers in business.

*I



Counselors, personnel from parallel, programs in four year colleges, and
those from-the employment department May be also represented.'

The committee assists in the development of,curriculum to meet both
immediate and long term needs. They should provide resources for
student placement, help in recruiting students and placing graduates in
jobs., The committee members keep the tollege informed of community
changes and interprets the local college to the community. Members

__usually serve two terms, are unpaid and act in an advisory capacity ai
*interested citizens. Though they have no legal status; they provide
ihvaluableiessistance.

The Dean of Occupational Education ordinarily se es as chaqrman of the
Advisory,Committee. MeMbers are busy people nd meetings should be
called when business is to be done, generally wo or three times yearLy.i/

Faculty

The person designated by the administra.tion. of) the college to be the

ta
program coordinator should have full time faculty status. is primaryc

responsibilities include determining the need for the prog , implementing '

the pre-planning process, and giving continuing cohesion and coordination
to the program. .Initially this program will attract persons presently
employed. Although the program is occupational education and training
it may be offered through the, continuing adult education evening division.
Faculty mel4 have expertise in the field of volunteerism, having served
as director'Of volunteer services for two or more yeys plus haying the
educational qualifications for credentialing. To find persons, who have

taught such courses at, the college level may be difficult since .so few
programexist. The college Tay need to rely on local agencies for
part-tiTe faculty. Basic criteria for instructor choice is implied, .

under the section Knowledge, Attitudes, Skills and Abilities.

Responsibilities for Community Colleges for Education of Volunteers

Potent,iairstudents indicated their desires for short-term course work.
The modufe format of'this guide helps the faculty provide course material
presented as independent one unit courses. Each module is approximately
six weeks in length with the class meeting one hout each week. Or the
eighteen hour module'could be presented in a more concentrated institute
form. )The only limiting f or in the number of modules offered per
semester is the number of st dents recruited and faculty availability.

Essentially the Voliinteer Program Management is occupational education.
Many students will take the core courses and request a certificate of -
completion. There will also be students who enroll in the program as

part of an associates degree. The challenge to the college is to encourage
and coordinate this program to meet the needs of all students whethelr
they wish to receive a formal associate degree, transfer to a four-year
college, gain new skills, or upgrade old skills.

4/ For further, information on Advisory Committees,,see The Advisory Committee
and Vocational Education, American Vocational Association, 1510 H Stree,t,

N.W., Washington: D.C. . 20005.

Riendeau,"Albert J. The Role of tfild Advisory Committee in Occupational
Education in the Junior College, Washington, D.C.: American Association
of Junior Colleges, 1967, 75pp:

I
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Resources Available for Planning and Administering the College Program

Besides the Advisory Committee:other resources to strengthen the program
should be explored. These include professional organizations such as

! the Association of Volunteer Bureaus of America, the National Center for
VOluntary Action, local Volunteer Bureaus and Voluntary Action Centers,
the"American Association of Volunteer Service Coordinators, local chapters
of Directors of Volunteers in Agencies, regional associations of
directors of volunteer services with health care institutions..

Other resources are educational organizations such as the American
Association of Community and Junior Colleges and the Council of SQciai
Work Education; state and federal government departments 'who will, assist
in planning, securing materials for schools; and indicating resources.
fort extra funds; and local groups and individuals concerned with volunteer
services.

Student Recruitment

Student recruitment for Volunteer Program Management can be innovative.
Pr'ofessionals in the field can discuss the program with volunteers wha
have administrative ability. Agencies which utilize volunteers can
be approached and encouraged to send qualified volunteers and/or paid
personnel. Agencies which already a Director of Volunteer Services
can be encouraged to send theM for additional` education.

Basic Concepts of the'Program

The director of a volunteer program should be skilled in community
,development in the broadest sense. The curriculum should cover the
following basic content:

I. Introduction tolthe Development and Management of Voluntary
Effort 4

I. History and philgsophy of volunteerism
2. Societl, trends affecting volunteersim
3. Motivational dynamics of volunteerism
4. The volurary association: its purpose and function
5. The volunteer in public agencies
6. The volunteer in the business community
7. Legal aspects of volunteer services
8. The lay advisory or governing board: its organization and

role
9. The role of the Director of Volunteers

a. Management and dcision-ma*ing functions
b. Relationships withinIthe agency: Board, paid staff,

voLunteers and cl ftnts
c. Relationships outside the agency: public, pAvate

and business sectors
10. Resource materials a

r I

' I)
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II. Communit, Development and Fundamentals of Progrm,Development

I. PrOcess of planned community development and program development
2. Definition of community systems and subsystems: problems'

incurred
/

3. Causes of dysfunctions
4. Needs. assessment for'programlievelopment

5. Analysis and devectopment of goals and objectives for program

managemenf,

6. Interagency coll.aboration
-.3441

7. Role and function of the volunteer in relation to :change

efforts -,y
8. Time management

Integrating paid 'btaff and volunteer efforts
(1

O. Financing: grantsmanship, fund-raising, budgeting 4

8

III. Program Management and Maintenance
A

---

I. Study of the needs of the agency, client and volunteer

2. Setting goals and objectives
3. Development of vollinteq positions
4. Recruitment
5. Orientation and training:, design and implementation

6. Supervisory skills
7. Communication skills
8. Maintaining motivation

t 9. Planning and running creative meetings

roc). Board training and development
1Different kinds of volunteers

12. Award and recognition
13. Record keeping
14. Program evaluation

IV'. Organizational Change

I. Process of organizational change, with emphasis on planned

change

2. Organizational analysis, covering,organi.zational dysfunction

3. Change strategies
4. Organizatiohal resistances to change

0

5.. Group processes within the organization: formal and informal

6. The Director of `Volunteers as a change agent

7. Developing alternative approaches

Articulation

C

f

The Volunteer Program Management curriculum is closely related to the

social/human services program. Courses are specific in nature and

should have the basic underlying components of volunteerism thus littering

from the social/human services generalist curriculum. There is a

possibility that some modules may be accepted as fulfilling the broad

interpretation of the Articulation Agreement drafted by the Liaison

Conimittee on Public Services--Social Work Education, of the Articulation

Conference, Janu ry 16, 1973.

14
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There will be 4tudents who"have completed higher education. degrees but
desire the specific education and trainJng this curriculum offers. .

In such cases neither articulation or course credit is meaningful.
They will desire a certificate of completion.

In most instances, however, students will apply for credit toward a
formal degree Counselors should emphasize the need for students to
complete the bore curriculum plus the general education and support
courses. The support courses relate to the supervision currciulum
and provide the basic skills that increase employment potential. The
recommended courses are:

Elements of Sup
.

on
t

Oral and Written Commuctications for Supervision
Human Relations,
Organization and Management

The program coordinator should continuously work with other Community
Colleges and with four year colleges and universities to design
articulation agreements th9t will help the student make a smooth
transition.

THE CURRICULUM

IntrOduction:.

Building the curriculum js the core of any successful innovative
program and takes careful planning, sharing, selecting, and evaluating
by a planning group composed of administration and faculty, the
Advisory Committee, and students. This planning group should identify
the basic education objectives and course content: values, knowledge,
practice principles and skills. Each core course should complement
other subjeci-s in the curriculum sequence anform a foundation for
more advanced courses.

Basic issues and decisions concerning curriculum planning 4,or. Volunteer
Program Management include I) Should the curriculum be deigned for
specific occupational groups--e.g., Volunteer Directors in health, welfare,
probation or other agencies--or for a more general educational experience?
Although specific content may assist in quick attainment of,employment,
obsolescense occurs as occupational requirements change. Also there
is Ilttle opportUnity for employment in a different setting.

a

, .

2) What knowledge, abilities and skills would be the goals of student,
learning? At present, studies indicate that the content of associate
degree courses var considerably. However, there ire some baSics
which a Director Volunteers musthave in order to perform effectively:
the ability to ze an organization to determine where and how
volunteer ilized most effectively; to plan how to
effect n eded change th h volunteer efforts; toiinterpret sifuation
and policies lize resources and collaborate with others; and .

to evalua e results

15



Finally, curriculum planning involves learning how to modify curriculum
as changes occur. No one actually knows what changes will occur, only
that'change is certain. The trends for the next few years may include:.

. New job classifications and services, not yet identified.
. The'necessity to deal with an increasing complexity in organi-
zation and government because of the growth of population and
'urbanization..

. A more sophisticated clustering of volunteer positions.

,A program of study should be planned that fulfills these criteria:
LC

. A full-time faculty member, knowledgeable about volunteerism
and the community, to be responsible for the development and
administration of the program and to be giln sufficient time
for planning,

r-

. Folimation of an Advisory Committee representing professional

Directors of Volunteers, comm pity agencies and organizations,
and educational institutions ClIgncerned with volunteer adminis-
tration, and students.

. Specific Courses in Volunteer Program Management skills to
train students''for employment.

. A foundationaof general education to provide approximately
one-half of the'credit as well as additional courses in the
major designed for articulation with the four-year institutions.

;a-

.The program identified and described as an autonomous (Dm/ ational
career in the college catalog

Participation in educationally directed field experiences by
students who major in Volunteer Program Minagement.

While these guidelines suggest a program of study, it is desirable that
each college adapt its .offerings to meet the needs of the local organization.s
and the students, and the special competencies of their instructors. '

Before courses of study, or the type of educational program, are determined,
sufficient time should be allowed administration and faculty to decide
upon basic "building blocks" or foundation of the curriculum. To accomplish
this_ administrators should hire faculty and allow six months "lead
time" to be used for program gd curriculum development, which includes
consultation with advisory groups, meetings with agencies and other
college faculty, and with students.

In summary, learning experiences for associate degree students should
provide exposure to the norms of volunteerism, exposure to attitudes and
beginning acquisition of knowledge) skills and'valuet exemplified by
the profession. The program of study_consists of three types of courses:
core courses, indiscating specific content relevant to the job of admin-
istering a volunteer program; supporting admenistbrative and management
courses;, and general education courses required for the associate. degree.

16
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An essential part of the program is field instruction. :This is generically
a laboratory course. It is i,mportant that it be so'structured that the
student obtains an educational experience in the controlled environment
of an agency setting, where he/she can participate' in the administration
of a volunteer prograM.

Curriculum Outline

The Sample Curriculum Outline su ests the recommended courses and the
number of hours the student is expected to spend in class. Semester or
quarter or module units should be determined by the individual college.
Courses offered during the..summer will help the student acquire the

. necessary number of units without too great a load during any one semester.
Brief descriptions accompany all courses. The Volunteer Program Management
core courses present a continuum of knowledge and although the suggested
content should be offered in the program, other course titles may be
used.

The recommended curriculum reflects the inforMation gleaned, at the two
initial workshops, one hekd at Alexian Brothers Hospital, San Jose and 1

one at the Community Hospital of Tarzana. These workshops were co-
sppnsored by the California Hospital Association and the Chancellor's_
Office, California CoMmunity'lColleges. Following the workshops the
Ch'ancellor's Office sponsoreF a high priority project funded under the
Vocational Education Act. Six campuses were identified and addjtional
workshops were held to gain material needed for the curriculum. This
Volunteer Program Management guide is the rest t.

It is recognized that this, guide is a frame of reference and will not
meet all needs and solve all problems, but it will help. There should
be no hesitation in expanding, rejecting, or revising various parts. It

was'felt by those contributing` that the content of the modules embraced
the most basic learning experiences:

_%
Core Curriculum

The core curriculum includes modules designed specifically to relate to
the employment arena. A student who completed a baccalaureate
degree may enroll for the core curriculen to gain educat4on and training
for immediate employment or to update present skills. A Certificate of
Proficiency should be awarded on completion of the core curriculum.
Other students may come directhi from high school, or as volunteers from
within agencies, or as interested citizens. An asociate,d,egree program
that includes the core curriculum, other courses directl-y,related to the
core known as "support" curriculum, and general education courZ--
be available.

An integi-al part of the core curriculum is the Cooperative Work Experience
education. The student should have an opportunity for participation in

community development, organizational change, and volunteer management.
Cooperative education implies cooperation between the Community College,

r
f
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the agency, the student, and4he Instuctor in the assignment and eval-
uation of the educational work experience. Cooperative work experience
education may be on the alternate semester plan,, or Alpgrt of the
regular semester. Students who are employed ds full-time Directors of .

Volunteer Services and are gaining education and skills as part of this
continuing education pattern may receive credit for work experience by
designing a specific plan to meet requirements.

Cooperative Work Experience

Cerative Work Experience is variouly called field expecie'nce, field
work, internship, practicum, work-study, cooperative education, etc.

The two.chief patterns of work experience are paid or unpaid. ,Many
programs now follow the JET model- -jobs first, bducate'and train later.

The advantages of paid experience are: On a "real" job, motivation for
Earning is high. Finandial help is often a necessity if the student is
to stay in school; standards for competence and performance are raised
for whole categories of workers; many learning experiences are available
iri the work-a-day world (for eAmple, learning to fit into and function
in a complex organization, and managing a work-load). Furthermore, the
'transition to "regular" jobs is easier if one first has had a "trainee"
job.

The advantages of unfai.d work experience are: Emphasis is upon the
student's learning, not upon his assisting-the agency in its functions;

'learning experiences can be more varied; they can be tailored more
easily to each student's needs for growth and skill; the learning can' be
more easily used in other settings. Since this type of field,instuc-
tion is broader and more varied, the requirements for successful study in
a four- year school may be more easily met, if the student continues
education.

2

Practicum seminars usuaIN deal with problems and situations that the
students find in their field placement, or in their own personal expe-
riences. The instructor has the task of helping students understand the
all-importanlOonnections and relationships between other classes, life
experiences, and field instruction.

PLANNING AND IMPLEMENTING LEARNING EXPERIENCES IN COOPERATIVE WORK
EXPERIENCE

Determining Learning Objectives or Goals

Learning objectives (or goals) depend on the competencies desired by
`instructors a.nd students. At tl\e end of the course, what'should
the studdnt be able to do, and what kind of person should he be? Both
students and. instructors need to keep in mind the diffek-ences between

worn competencies, the ultimate goal of practice, and student competencies-
which.focus on what the student needs to learn in order to do certain
things and to be a certain kind of person.

18.v
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Marlow lists the following as general learning goals:

I. Self-awareness to the degree that he can recognize and differ-
entiate his own needs from those-of his clients's. (Tpe'term

client is broadly used throughout this manual and designates
individuals, grotips, and communities as applicable.)

2. An ability to move into accepting relationships with clients and a
recognition of the range of feelings presented by them.

3. An incorporation of professional values and attitudes.

4. Development of practice skills in administrative methods and
integration of classroom theory, to the degree that he can apply
them appropriately to the'field in the delivery of volunteer
services in more than one setting.

5. Acquaintance with a variety of settings in related systems so tli
he can make appropriate referrals.

6. An understanding of some skill in methods of effecting social
change and the development of attitudes of social responsibility.

7. Development of curiosity, i.e., a critical approach to theory and
practice. Student should become receptive to new ideas and the
need to test them, have concern for the way new knowledge has been
obtained,, and take respongibility for continuous learning. He

should become aware of gaps in services and feel some concern for
contributing to changes in policy or systems which may affect them.

Work Experience and Practicum Seminars

Students are placed in various agencies or organizations to learn through
actual staff participation. The Work Experience and Seminar courses
provide for a conscious integration and tying together of all of the
student's learning experiences gained in class or in agency. ,A full-

time summer placement program (hopefully wth pay) has been suggested
as an alternative for one semester of work experience.

Work Experience is essentially cooperative training between school and

the agency. In the second semester the student spends one morning or
afternoon at work, and in the third and fourth semesters ten hours a
week (two mornings or afternoons). An integral part of all work
experience is a seminar designed to help students integrate theory and

practice.

In Work Experience and Seminar the student applies the values, concepts,
and skills gained from the core courses to the actual process of
administering some aspects of a volunteer program: in addition the

student gains many new skills and abilities plus an exposure to the

basic values of voluntarism.

rI
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Determining Content of Cooperative Work Experience Instruction

Content will consist of experiences that will probably combine all four
aspects ofslearning: knowing, doing, feeling, and being. Howeyer, in

planning to teach, it is sometimes easier to divide these total expe-
reiences into knowledge, skills and abilities, and attitudes and values.'

Knowledge and Skills in Work Experience Instruction

Some persons equate work experience with the gaining of skills. Actually,
gaining knowledge and attitudes are equally important. Various skills
are considered necessary for practice. A partial list has already
been given; others include communication skills, supervisory skills,
interviewing and information gathering, working with community groups
and organizations, resource mobilization-and using existing resources,
situation assessmept (problem solving), problem development and imple-
mentation.

CORE CURRICULUM

The suggested modules in the core curriculum area:

Format

Each module outline uses the following format:

I. Ti''fle

2. Total number of hours, per module. Some units of instruction include
experiential learning: role playing, simulation techniques
field trips, that result in the need for additional time.

3. Course Description-suitable for a college catalog.
-,...

e4. Performane, Object' -measurable activities to be completed by the
studenic This is he basis for evaluation of both student and
instructor.

5. Content-divided into major divisions and suggested units of instruc-
tion. Texts and references are listed in the bibliography section
of the guide.

Support Courses

Support courses may be those which expand the student's background in a
, specific area, such as, health care, mental health, education, criminal
justice, social work, etc. Students should be encouraged to enroll in

courses to provide them with skills in administration, personnel manage-
ment, interpersonal relations, and supervisory skills, etc. A person
who has bilingual skills is considered to have great employment potential.
Conversational Spanish is recommended. At last fit,:eeliNus units
should consist of "support" coursework.

20



General Education

For completion of an associate degree, California requires fifteen units
drawn from at least one course in each: humanities, natural science,
social science, and learning skills. Community College catalogs list
the requirements for graduation.

One resource that can serve as a planning guide for the development of
a Volunteer Program Management curriculum is SOCIAL SERVICES, A SUGGESTED.
ASSOCIATE DEGREE CURRICULUM, Chancellor's Office, California Community
Colleges, Sacramento, revised 1973. The core courses and bibliography,
plus the various evaluation and educational charts H the appendices,
will prove valuable in planning and developing the new 'curricule. As a'
program related to the social/human services, Community College adminis-
trators will find ,the Volunteer Program Management curricula can be
designed as an "option" to The Social Services program.

I. CA
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VOLUNTEER PROGRAM MANAGEMENT

Sampls Curriculum Outline
For,Certificate Program

Broad Topic for Speific Cou'r'ses

FUNDAMENTALS OF VOLUNTEER ORGANIZATION AND MANAGEMENT Hours Units

Modules

The Evolution of Volunteerism 18. 1

Structural Patterns of Volunteer Organizations 18

Administrative Requirements 18

FUNDAMENTALS OF VOLUNTEER PROGRAM DEVELOPMENT

Modules

Understanding the Community 12

Ways of Gttting from Here to There ;8

Internal and External Public Re7a+igns i5

PROGRAM MANAGEMENT AND MAINTENANCE

Modules

Recruitment and Training 12

Job Development (These modules may be offered together 6

Retainment of Volunteers 7n same time-frame) 18

ORGANIZATIONAL CHANGE

Modules

The Individual and His/Her Relationshib,to the Organization 18

Groups, Group Pocesses and Organizations 18 I

Interpersonal Relations in a Social Environment 18 ' 1

Subtotal 98

Work Experience in a specific field (hospital, social
welfare, corrections, youth authority, business industry) 216 3

Related Class for the Cooperative Work Experience 18

Subtotal 234 15

Support Courses (Six units of the following) 54 6

Elements of Supervision
Business Management
American Minorities
Psychology of Personality if

Introduction to Human Services

Total Hours for Certificate 288

Total Units for Certificate 21
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FUNDAMENTALS, OF VOLUNTEER PROGRAM DEVELOPMENT

Module 4: Understanding the Community

Estimated Hours: 18

Course Description: This course will enable the student to find out and
understand how the human service neeas of the community are met: how they
ae enhanced, where the power is, what the public and voluntary systems
are. Functions and dysfunctions will be covered as well as gaps and
duplications. Ways in which volunteers can meet needs will 4 covered
thoroughly.

Module 5: Ways of Getting from Here to There

Estimated Hours: 18

Course Description: This course will give the student practical methods
of analysis and development of goals and objectives for individual
volunteer procrams. It will include indepth, in force field analysis,
time management, interagency collaboration and financing.

mcdule 6: internal and External Public Relations

a
Estimated Hours: 18

Course Descriptions: This course will em6hasize team building between
staff volunteers and clients in order to make an agency volunteer program
welcome, as well as beneficial. The volunteer in change efforts will be 4
analyzed, especially in regard to risk-taking, knowledge gathering and
influence. The use of the media as an integral part of public relations
will be explored. Program selling is the focus of the course. s.
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PROGRAM MANAGEMENT AND MAINTENANCE

'Module 7: Recruitment and Training

Estimated Hours: 12

VD-1,

Course Description: Once agency staff and administration has determilled
that there are needs which can be fulfilled by volunteers, the next step

. is to recruit, orient, train and place volunteer staff. This course will
explore the mechanics of recruitment so that both agency and volunteer
needs are met. It will analyze the ingredients of an orientation and
Training program which will provide effective volunteers. Students will
also learn interviewing and placement techniques so that the right volunteer
is placed in the right job.

Module 8: Retainment of Volunteers

Estimated Hours: 18

Course Description: One of the most frequent complaints by paid staff
about the volunteer program is the frequent turnover Of volunteers. In

order to retain volunteers they must have a sense of motivation, feel an
integral part of the agency, and realize that they are contributing sig-
nificantly to the organization's efforts.

This course will help the student realize the difference in supervising
volunteers and paid staff--and also the similarities. It will leach some
of the fundamentals of motivation, how to plan and run effective meetings
of all kinds, establishing an awards and recognition program for volunteers,
effective record keeping for the volunteer program, and program evaluation.

Module 9: Job Development

Estimated Hours: 6

Course Description: Before a volunteer program is attempted it is
0

necessary that many different things be well thought out; such as: what
the needs are of the agency and its clients, and how can volunteers
fulfill these needs. This co rse will help the student learn to analyze
what needs can be appropriate! filled by volunteer staff, how volunteers
should interact with paid staf , and how to set specific goals and objectives
for the volunteer programs.

4
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ORGANIZATIONAL CHANGE

iModule 10: The Individual and His/Her Relationship to the Organization
.,-

Estimated Hours: 18

Course Description: Examines personal and social interaction in groups
and Organizations. Considers the individual in relation to his or her
own personal growth, leadership style and interpersonal relations, in the
context of groups and organizations.

Module II: Groups, Group Processes and Organizations
t /

/

Estimated Hours: 18
/

Course Description: Examines the nature of groups and the group process.
Considers roles and skills'involved in group participation and leadership.

Module 12: Interpersonal Relations in a..Social Environment

Estimated Hours: 18
1

,

Course Description: An introduction to the process of organizational change
with emphasis on planned change. Considers the dynamics of change, and the
relationship of change to the individual, groups and organizations. Examines

goals and strategies of social change.

.
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FUNDAMENTALS OF VOLUNTEER ORGANIZATION AND MANAGEMENT

Module I: The Evolution of Volunteerism

Estimated Hours: 18

Course Description: This course will introduce the student to the field of
volunteer program management. It reviews historical patterns and philosophical
bases for volunteer effort, and their relatiiionship to current trends in the
United States. Explores motivational factors and job satisfaction.

Performance Objectives:

Student will:

I. Understand historical impact 'on volunteer services
2. Review philosophy of volunteering
3. Explore motivational factors
4. Learn to define core curriculum terminology
5. Understand differences between formal and informal volunteer activity
6. Discern opportunities for service
7. Develop basic skills for building a program

Historical Patterns

A. World History

I. Review of interdependence Of man
Z. Influences of religious orders
3. Acceptance of Good Samaritan image
4. Basic concepts of alienated and unalienated labor
5. Suggested research: Marxism as a Christian concept

B. U. S. History

I. Pre-revolutionary interdependence,
2. The Continental Congress as a volunteer program
3. How the west was won
4. Times of national Crisis

a. Civil War hospital volunteers
b. World War I and womens lib
c. The Red Cross in it's shining hours

5. The Direct Descendants

a. Volunteer Fire Departments
b. United Way a

c. Volunteers in the public tax supported sector - The Social
Security Amendments'of 1967.
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II. THE PHILOSOPHY OF VOLUNTEERING

A. Theory of Volunteerism

I. Judeo-Christian influences
2. Democratic processes

a. qgpmparisons with authoritarian societies
b. Free, of choice and expression

B. Motivational Factors
c,

1

I. Who Volunteers

a. Societal trends
b. Socio-economic factors
c. Cultural influences
d. Urban/suburban/rural populations
e. Age groups

2. Why Volunteer

a. Social conscience
b. Self image
c. Obligation
d. Peer group acceptance
e. Specific skills
f. Special interest

3. Relation to Services

a. Task satisfaction
b. Interest

c. Skills
d. Availability
e. Need

4. Opportunity of Service

a. Recognition of Need for Service

(I) Community process
(2) Individual sources

b. Development of Program

(I) Informal liaison

(2) Formal structure .

(3) Outside impetus
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Module 2:'4 Structural Patterns of Volunteer,Organizations

Estimated'iNoLirs: 18

Course DesCr:iption: This course provides an understanding of similar patterns
in the organization of volunteer programs, formal structures that lead to
implementation of plan.' Provides skills in creating a volunteer organizatAn;
recognizing variations in patterns according to need. Introduces the student to
the basic responsibilities of the administrator of a volunteer program.

Performance Objectives:

Student will:,

I. Learn the different kinds of structural components for a volunteer
organization

2. Be able to determine the functions and need for structure
3. Learn the rudiments of organizational structures
4. Increase awareness of written documents, bylaws, policies, and procedures
5. Understand the different settings for volunteer services
6. Make comparisons between kinds of organizations and heeds of utilizing

agencies
7. Learn how organizations function without and with paid staff

1. Structural Purposes

.1. Continuity
2. Impact

3. Social Need
4. Economic Necessity
5. Facilitation
6. Expression of Opinion
7. Collective Processes

O

(This segment can be done through role playing.)

kl. Functions

I. Definition of Need
2. Goal Setting
3. Meeting Objectives
4.' Implementation of rogram

5. Development of Policy
6. Career Lattices

III. Organizational Patterns

J. Bylaws
2. Policies and Procedures
3. Governing Board

a. Structur?
b. Role
c. Responsibilities

6
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4. Membership

a. Functions
b. Responsibilities

IV. Settings

1,1 Public Agencies and Institutions

a. Health and Welfare
b. .Governmental Agencies
c. Community Agencies
d. 5orvice Clubs

2. \Business Community>

a. Corporate Entitie4
b. Business Affiliated

V. Agministrative Patterns

A. Volunteer Administrators

I. Definitions
2. Organizational Needs

B. Salaried Staff

I. Organizational Charts
2. Lines of Responsibility
3. Budgetary Considera-Mons
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Modute 3: Administrative Requirements'

Estimate Hours: 18

Course Description: This nurse outlines the,basic concepts of a Director
of Volunteer Services and Tfle role of the position. Defines management functions,
inter-personal relations with tbe volunteer staff, the client and the community;
explores external relationships necessary for a well-functioning program.'
Reviews ethical and legal aspect as criiteria for appropriate services and includes
means of utilizing available resources.

Performance Objectives:

Student will

1
!. Learn the management functions of the Director of Volunteer services
2. Learn the import6nce of' proper budgeting techniques
3. Relate to the planning skills forla successful program
4. Recogrlize the peed to cope with varying personality factors

-5. Develop basic concepts of the governing' Board and paid staff relationships
6. Learn how, to relate asic needs to other Community orgahizations

-7.. 'Learn now to judge appropriate services
8. Develop a baSic resource list and vocabulary

I. RoI4,of the Director of Volunteer Services

A. Management Functions

Tv

1. Supervisory capacities
2. Budgeting techniques

a. Agency
b. Volunteer organization

3. Training

a. Overall respon,sibility
b. Techniques of teaching aduls

4. Planning

a. Needs

b. How-to

B. Interpersonal Relations

I. Agency

a. Lines of authority
b. Sources of conflict

r
2. The Client

a. Defining
b. As recipients

32
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3. Membership

a. Lines of communication
b. Limitations

4. Paid Staff

a. Utilizing agencies
b. Internal structures

C. External Relationships

I. Public agencies
2. Private sector
3. Business sector
4. Inter-agency

II. Criteria for Service

A. Legal Aspects

I. Governmental regulation
2. Labor restrictions

B. Ethical Considerations

I. Standards of service
2. Sociological implications

III. Resources

A. Availability

I'. Publications
2. Organizations
3. Educational programs
4. Audio-Visual aid

B. Utilizbtion

.1. Skill building"
2. Recruitment
3. Recognition'

Training
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FUNDAMENTALS OF VOLUNTEER PROGRAM DEVELOPMENT
r

Module 4: Understanding the Community

Estimated ,l-lburs: 18

Course Description: This course will enable the student to find out and
understand how the human service needs of the Community are met: how they
are enhanced, where the power is, what the public and voluntary systems are.
Functions and dysfunctions will be covered as well as gaps and duplications.
Ways in which volunteers ca.Q,meet needs will be covered thoroughly.

Performance Objectives:

Student will:

I. Learn how to analyze the community
2. Learn how to relate the public, private and political systems to

each other

3. Understand community needs and resources
4. Relate volunteer service to needs and resources
5. Learn how to collect community information
6. Learn the fundamental guidelines for volunteer program development.

I. Process of Planned Community Development

A. Logistics of course
B. Process of planned community developments in human services

4 I. Who knows the history (local)?
2. Who has the money?
3. How is it allocated?
4. What is the process?
5. Where does the input come from?
6. What planning is involved?
7. Who is involved? (Possible panel with public agency/United

Way staff, etc.

C. Revenue sharing, school financing and planning resources: surveys,
directory library material, material in city hall, etc.

II. Community Diagnosis Skills

A. What is power?
B. How to harness power to program

I. Direct and indirect approache,s,

C. Discussion of how to,apply all above information to diagramming
the local community

111. Community Systems and Subsystems

A. The public agencies-information gathering and dissemination
B. The private agencies)
C. The arts ) Specific information about all agencies to
D. Religion ) be gathered and shared

z",re

34



.I

E. Politics -- the political structure -- how it affects human
services agencies. How people working within the political
system and those outside can fill unmet needs.

IV. Problems and Causes Qf dysfunctions

A. Communication

I. What is it?
2. Does it exist -- if nor, why not?
3. Is it working -- if not, why?

B. Comprehension among groups, business, socio economic, age sex

I. Who really'cares about-whom?

C. Duplications and gaps in human needs services research' and identify
these from preceeding information.

I. Discussion of priority setting; who can neip wnom?

V. Needs Assessment for Program Deveopment

A. HoW to make the community a better place

I. Finding all the things needed to close one dap.
2. Listing of all resources
3. Problem solving from priority from The listings

B. Ways of linking people to problems

I. Helpers to clients
2. Clients to helpers,

VI. Program Development

A. How to work with community/agency staff TO hear tneir coaHs

I. How to have input into the coals with information datner.ind
2. How to influence decision making

(Role playing with comments, re-plays, 'etc., cook be usec nere'

B. Selling the volunteer program to the community

I. Who will
problems

be responsible? Supervision problems/Insurance

2. What jobs can be done for the organizations?
3. When can the programs start?
4, Where are the volunteers -- How many different kinds of

volunteers will fit where?

C. Guidelines for volunteers

I. Rights (Samples available or can be drawn up in class)
2. Responsibilities
3. Accountability

Summary testing and evaluation
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FUNDAMENTALS OF VOLUNTEER PROGRAM DEVELOPMENT

Module 5: Ways of Getting from Here to There

Estimated Hours: 18

Course Devrio-io-: This :c_rse 0'1! :lye The sT-ce-- :-acT,cal me' _:s
of analysis and developments of coals arc ot,Jecti,,es for
volunteer programs. !.=- will include i^ cepTh orao-,:e 'r 'once f'e
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Perforr-arce Ocec-es:

St.ce-- :

Learn roA To ciar a s:eo a c,..:ac

".17* To use Tme e"ic e
:ea'

e

_ea-- hc s a e s:a :e -es:,-:es
= ,a .s --a: a-s

=7' :e.e

5 a acec, a : --e-. see - a

; a .= = -a.a ::a s a-c .es =

a:: a:0.e ea: s.-_a- o

. 14c 2 Tea:-P-: Tec--

V =.1aT cs 0- :ea m 2..5":: e 'est -g r-e

Se-- -: a C :,e-- :r.s ca c

c- e-0.

3. YZ, s-s

Dc -a-: -.:1= a -5-

-Terace-o.

4c,,a-7aces a-c c,saoa-Taces
acerc,es '3., .--C ZO aocra-..e _a e

el'. Cr' 0-es :c -c--

:a- o _--ee-s T-ese

a

a:: --ea ^s-

-ar,-: o- ,c -n-ee- -es:. :es .e., Esco_Te as -- e-:

. s-ors -7 age:.



Dea'Irc 41.-h -fie Threats tc 1-he acenc;es

-Cw 1'2 ce- acetcies 1-c si- cow-, Toce-ter

= Marc

ace-:es -

a

- -g --e Ya

ES- -Z.- -C :4a-- g ez:e ses =:- a _--ee- - 0.g a-

fs

7
Ste S-'e

es

---- S :-S

Ea es, 6;a :e :a e-:a-s ::_ecs

rn
r



4

FUNDAMENTALS OF VOLUNTEER PROGRAM DEVELOPMENT

Module 6: Internal and External Public Relations

Estimated Hours: 18

Cou-se Description: --is course will emphasize team building between staff

volunteers and clients in order To make an agency volunteer program welcome

as well as Peneficial. The volunteer in change efforts will be analyzed

especially retard to risk taking, knowledge cathering and influence.
Tne use of the mecia as an integral part of puDlic relations will be explored.
program selli-c is the focus of tne course.

Performance Co ec-ives:

To s-ra== tnreatened by volunteers

2. :e-s*-L/i-, volJr-eers tnrea-e'et by staff

rie,s cverccr-'-: resis-a-Ice7

6-e -aKe -,sKs

c" 0--e-s -e-ce or c-,an, e

-:0 ,:" -- -a:

, =

.,-tame--. s 0- =_..ea" i-c e"ectively

-0« se! a vol..--eer- :rdcra=7= acenci/at7i-istra(ion/orcanization

-al: S-aff a': ol-'-eer -earn Building .

--e ;Teaso-s ,.ci.-tee-s can helc
l'[ :ol.,--eers can cc

--e -easo-s ca-'t nelt

I --e --i-gc voljwTeers ce-' to

a'i --is -ace -ner

_e--:-g .a.z cf v01,-teers arc staff -c worn tocetner

,ze client- team

a-t ci tne voHnteer in rela-ion -0 cnange efforts

cK -aKinc
.

CclIaccrat;c- .i-h,others
-c. a -c .-ere cressure - influencing decision making from

e Pc--om

II. -se c= -"e mecia - Rublicitv

,cw tJ orj-e for the media

-ow to steak for the media
_coal --8C+0 - wnat it expect

_oral

-anl cress - what it expett
Broch)-es
Plyers - "ailing, door 'o doo

oosTers
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IV. Public Relations as a total pichire

A. Selling the agency
B. Selling the volunteer job 1

C. Selling the program
D. :! Finding and workizig with organizations

I. Analyzing different kinds of organizations and varying approaches
to suit the organization

.5+

E Sellindlthe volunteer
Summary, testing and evaluation
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PROGRAM MANAGEMENT AND MAINTENANCE

Module 7: Recruitment and Training

Estimated Hours: 12

Course Description: Once agency staff and administration have determined that
there are needs which can be fulfilled by volunteers, the next step is to
recruit, orient, train and place volunteer staff. This course will explore
the mechanics of recruitment so that both agerly and volunteer needs are met.
It will analyze the ingredients of an orientation and training program which

will provide effective volunteers. Students will also learn interviewing and
placement techniques so that the right volunteer is placed on the right job.

Performance Objectives:

Student will:

I. List characteristics required by a competent volunteer

2. Develop recruitment techniques
3. Develop selection techniques to fit a variety of agency needs
4. Write a plan for recruitment and training for a specific agency

I. Recruitment -'Dogs and Don'ts

A. Decide what kind of volunteers will be required

I. Individual characteristics needed
2. Will staff accept all of these characteristics?

B. Determine how many volunteers you need and how many you want to

start with

I. Dangers of over-recruitment
2. Dangers of under-recruitment
3. Walk-ins

C. Untapped sources of .volunteers: wor4129 with the non-traditional

D. Determine how and where to find the c acteristics you want

I. How

a. selective recruitment

I. define goals and target groups
2. define where individuals possessing certain skills

and characteristics are likely to belong
3. :define selling points according to:

a. whom you want to attract

b. the level of service required
c. the interest, concerns, and attitudes of the

particular target group

4. define what you want to convey about the program,
your needs and theirs

b. Mass recruitment from community at large
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c. Select methods and materials

2. Where (sources of volunteers)

E. Determine who is to recruit

I. Staff

2. Volunteers

F. Determine when to recruit

II. Orientation and Training of Volunteers

A. Difference between orientation and training

I. Orientation is introduction of the volunteer to the agency;
this is a generic program which all volunteers, no matter
what their agency function, should attend.

2. Training refers to the specific job duties that specific
volunteers will be performing

B. Sample dutline of orientation sessions: (paid staff should partici-
pate as much as possible)

a

I. Introduction: an informal group session designed to introduce
the volunteers to the agency, to agree upon, objectives to be
achieved and to begin an establishment of 'ewe -ness" among partici-
pants. Included discussions of expectations and responsibilities
of both the agency and the volunteer.

.

2. Tour of the agency -- physically orient volunteers to the setting
and introduce them to key people .

3. What volunteers do -- discussion of how volunteers function
L in the agency, how they enhance the programs

410 How does a volunteer help characteristic ways of helping
used by

5. The agency team -- role and functions of various agency employees;
how staff and volunteers function as a team

6. Agency values -- presented and discussed in terms of volunteer
function

7. Evaluation of orientation and identification Of future learning
needs

C. Training program

I. Extent and timing of training
2. Training small groups of volunteers
3. The specifics of the job

Ill. Interviewing and Placement

A. Why interview?
B. How to interview
C. Placing the volunteer 0'

e'D. Terminating the interview
E. Evaluating the interview

d 41
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PROGRAM MANAGEMENT AND MAINTENANCE

Module 8: Retainment of Volunteers

Estimated Hours: 18

Course Description: One of the most frequent complaints by paid staff about
the volunteer program is the frequent turnover of volunteers. In order to
retain volunteers they must have a sense of motivation, feel an integral part
of the agency, and r alize t they are contributing significantly to the
organization's effor

This course will help the student rea the difference in supervising
volunteers and paid staff - and also the e.imilarities. It will teach some of
the fundamentals of motivation, how to plan -6-nd,,run effective meetings of all
kinds, establishing an awards and recognition program for volunteers, effective
record keeping for the volunteer program, and,progr'am,evaluatiOn.

Performance Objectives:

Student will:

I. List criteria for selection of a super:visor of volunteers
2. Role-play supervisor/volunteer interpqrsonal relation techniques
3. Participate in group process as leader;,,,as participant from community,

as volunteer
4. Develop a system for record keeping of information needed in a

volunteer program

L. Supervision of Volunteersii

A. Functions of the supervisor 1

I. increase knowledge of their staff
2. Help staff add to its skills
3: Challenge staff performance
4. Influence staff attitudes

B. Depending on the organization and the budget, the supervisor of
volunteers may also be responsible for all facets of the volunteer

4
program; in other situation, the job is fragmented.

--Y

C. Developing a personal relationship with the volunt9er
D. The supervisor should be alert to volunteers *ho arR capable of

advancement

I. What opportunities are offered for volunteer promotion?
2. What encouragement is given the volunteer to change and

upgrade his position?

1/ This is not intended to be a full course in supervision. A class in
supervision is strongly recommended.
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II-. Recognition

A. Recognition is one of the rewards of volunteer work
B. Forms a basis for motivation
C. Ways of giving recognition

I. Personal praise of the volunteer on the job
2. Letters and postcards of thanks
3. Involving the volunteer in decision-making
4. Identifying the volunteer so that others may recognize him/her

through uniforms, pins, badges, etc.
5. Recognition of a special contribution that a volunteer has

made - article in the house organ and/or local newspaper
6. Giving the volunteer a more complex assignment .

7. Telling committees and boards about the volunteer's work
8. Special event award meetings

D. Reasons for giving recognition may be:

I. Interest shown by the volunteer
2. Dependability, promptness, usefulness
3. Initiative on the job
4. Quality and continuance of service
5. Extraordinary service given
6. Complete fulfillment of a job

E. Special Awards

I. May be given at annual meetings or special recognition parties
such as teas luncheons or dinners

2. Volunteers may help plan and carry out the party
3. Some organizations give Certificates of Appreciation, for specific

task done or specified hours of service
4. S groups have a variety of awards with criteria developed

for various services
5. Drawbacks of giving awards for hours alone: does not recognize

the uniqueness of the individual and the contribution they have
made

III. Running Effective Meetings

A. No matter what the purpose of the meeting - whether for three or 30,
it should be planned beforehand

B. Know wha4- the audience will be and what your desired outcomes are
C. Be conscious of the physical arrangements: space, seating, parking,

room temperature, etc.
D. The invitation process is crucial - can be a telephone call or

written
E. Be prepared to start on time - or if that isn't possible, to involve

those who come early in some way.
F. If you. ve an agenda with specific time-frAme , it will be easier to

dev-h6t from it and yet feel comfol-table
G. Endo time or get the consensus of the group as to whether they

shout stay longer rather than have another meeting
H. Consider: is a meeting really necessary? Could the matter be taken

care of by phone or mail? %
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IV. Record Keeping

A. Common record keeping faults to avoid:

I. Elaborate and incomprehensible statistics
2. Outdated and useless card files
3. Duplicate fI N1 s and records
41 Unnecessary information requested

.

5. Records scattered among too many staff and committee members

B. To eliminate these common problems:

I. Have an annual housecleaning to eliminate what is no longer
useful or necessary

2. Evaluate registration and other forms to determine if questions
are: pertinent, brief, understandable

3. Have a central file location
4. Try to generally streamline procedures
5. Keep accurate records it provides a continuity_of the progra

C. The forms themselves

I. What kind of forms are useful for entry?
2. What kinds of forms are useful for evaluation?
3. How do you measure consumer change, volunteer change, and quality

of performance?
4. How do you keep track of services and hours?
5. Do you have to invent your own forms, or are there organizations

that are already using forms that would suit your purposes?

D. Cataories of records

I. Volunteer personnel records: for the purpose of job classification,
promotion, demotion or firing, and recognition

2. Program files: catalogs the different volunteer job's available,
the skills required, hours of duty and numbers of volunteers needed

3. Budget and expense files

'VI. Program 'Evaluation

A. Methods of Evaluation

I. Statistics compiled from records
2. Surveys taken door-to-door, by telephone, by mail questionnaire,

by spot check -of membership, through an ad hoc committee

B. Areas to be evaluated

I. The pr'pgram itself: is it performing the objectives
2. The volunteers: are they, as a group and as individuals, performing
- in a satisfactory manner

3. The recruitment program: are you obtaining the right type and
number of volunteers
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4. The orientation and training program: are yolunteerS sufficiently
prepared,_

5. Fund raisiagerhaye you met your monetary goals
6. Jobldescriptions: do they adequately represent the mork to be done

45
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PROGRAM MANAGEMENT AND MAINTENANCE

Module 9: Job Development

Estimated Hours: 6

)

Course Descrip-yon: Before a volunteer program is attemptea, it is necessary
that many different things be welt thought out; such as: what a the needs
of the agency and its clients, and how can volunteers fulfidi t se needs.
This course will help the student learn to analyze what needs cri'be appro-
priately filled by volunteer staff, how volunteers should inter'ct with paid
staff, and how to set specific goals and objectives for the volunteer program.

Performance Objectives:

Student will: I A.O

I. Develop goals and objectives for a variety of agencies
2. Analye the career ladder for a volunteer coordinator/director
3. Charik\tarious roles of volun4eers in relation TO tasks and job

analysis

//re

4. Develop a budget for a volunteer program -

I. Needs assessment

A. Know your agency: what are its goals, both long and short range?
B. What are the agency functions?
C. Whom does the agency serve?,
O. What is the`agency organizational structure?
E. What are the funding sources?
F. What are the agency's priorities?

II. Clarify reasons for utilizing volunteers

A. How can volunteersofulfill the needs of the organiz tion?
B. Are there any agency personnel now filling needs or slated to in

the future?
C. What jobs are approprjate for volunteers?
D. What is the expected impact of volunteer jobs?
E. Are voluntNr jobs meaninfui and relevant to the heart of the

agency's objectives or client services?
F. Will agency staff accept volunteerSin all these roles?
G. Who will be responsible for the volunteers - their recruitment,

training, supervision, etc.?
H. When can the volunteer program best be initiated with an agency

program?

III. The costs of a volunteer program

A. Staff time for administering the progr m
B. Time for personnel to work with volunte
C. Physical space and materials needed for a program
D. Reimbursement of volunteer expenses
E. Qosts of promotion, recruitment, record-kee awards, e

t-
e
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IV. Development of volunteer positions

A. Job requirements
B. Personal skills
C. Expected frustrations
D. Rewards

E. Time commitment
F. Reporting consistency
G. Type of client (if applicable)
H. Staff and volunteer teammanship

O



ORGANIZATIONAL CHANGE

Module 10':, The individual and His /Her Relationship to the Organization

Estimated Hours: 18

Course Description: Examines personal and social interaction in groups and
organizations: Considers the individual in relation to his or her own personal
growth) leadership style and interpersonal relations in the context of groups
and organizations.

Performance Objectives:

Student will:

I. Develop awareness of one's own style of human interaction and one's
strengths and weaknesses in relation to effective leadership and to
participation

2. Develop listening and communication skills in the context of under-
standing the problems and needs of others toward the achievment of
common goals

3. Demonstrate techniques for breaking down barriers to communication
4. Demonstrate awareness of the human'potential of oneself and others

to learn, to grow and to participate in goal achievement, etc.

I. Interpersonal-Relations and Communication

A. Factors basic to all communication
B. Communication dependent upon human relationships
C. Barriers to communication

I. Differences in cultures in use of.yerbal communication and
gestures

2. Negative emotions hampering communication
3. Second language hampering communication
4. Biases and prejudices

D. Overcoming Barriers to COmmunication

I. Serf awareness
2. Self acceptance
3. Respect for and acceptance of other,cultures and life styles
4. Developing mutual goals and respect

11.'teadership and Management Styles

III. Conflict ManagemAnt
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ORGANIZATIONAL CHANGE

Module II: Groups, Group Process and Organizations

Estimated Hours: 18

Course Description: Examines the nature of groups and the group process.
Considers roles and skills involved in group participation and leadership.

Performance Objectives:

Student will:

I. Demonstrate awareness of the nature of groups and the processs
of group development

.

2. Demonstrate techniques of group seaaership arc particiwion
3. Demonstrate knowledge cf orgariEzational struc-ure, furd-ricrs

and behavior

I. Kinds of Groups

A. Formal

B. Informal

C. Purposes
D. Groups .1s. indivEdual purpose

II. Group ProcesS

A. Elements in the G.f..:,gp Process

I. Growth of trust-anti- openness
2. Growth of values (.leading to common objectives)
3. Growth of group identity
4. Growth of friendship, groupings (cliques) within a group
5. Fringe members
6. Those excluded from the group

III. Executive Processes

ResporSibility for the Group for Getting the Group's Work Done
B. . Role of..4e.Wdrker in Relation to the Executive Process (often

voFunper is enabler, consultant, information giver and expediter)

IV. Group ..eaa.dcl.

A. 5kfls ih gr4up leadership

Learialpg how to observe groups and persons in them
2. Learning how to participate
3. Group meetings

a. Rules of jocedure
b. Minutes
c. Reports, etc.
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II. '1,rgan i La/. i Analysis

Kinds o= orcanization
E. ....;:rpose, sl-r:..c.rure, functions arc roles
C. -ommuticeton networks,

C-geizatoral politics
Croarizational dvs'unc-ions

. social :^arce

Necessity o= social off-e,^=...

andvsi-Jetions
C-a-gito %fal,:es

7 cerfa-Cs Pece,-se of vrenginc coroitions

coo:al c-e-ce --sch social ac -ion

atc ..ewer

a. :-ouc-=0=11 o=

c. 17.ttolto oolitioc e policies o= government anc other
ace'cies
D-anc'-c. laws

les a-c asps

I. E,aole- e-c expediter
Acvoca-e

YcoiHzer.
. :Iarrar

Etta-eoies o= social chance

Lear -ire about Hfluence and power

a. `'ewer sources and decision makers
kow laws and policies are made

c. Influe9Ce croups, includinc,enhancing influence of own group
O. Intervention points TO wielc power

Choice of croup stratecies on social chance: "Which pays the
best ?"

a. Consensus
p. Conflict - compromise
c. Demonstration and confrontation
d. cplarization of attitudes concerning social change
e. 'violence of opinicin: Who gives? Who loses?

Ct
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E. Specific skills and abilities in social change at the associate'
degree worker level

I. Knowledge of local concertions and people
2. Observation, assessment, planning at local level
3. Abilities as a bridge person
4. Abilities in group participation and leadership
5. Abilities in working with other groups and coatitions

F. Developing Alternatives
G. Director of Volunteers as an Agent of Change
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40040 THE CAREER LATTICE

The "steps" in the career lattice are as follows:*

DIRECTOR OF VOLUNTEER SERVICES

The chief paid administrator of a volunteer services department, the Director
is part of top administration, and usually reports directly to the executive
of the organization.

4

e

The Director plans, develops and implements policies, standards and procedures
of volunteer participation;plans and organizes volunteer orientation and
training; manages the central office, including staffing and record-keeping;
develops and directs tne budget; promotes public relations and education;
participates in professional meetings.

The Director must have experience and education; participates in professional
meetings.

The Director'must have experience equivalent to a master's degree, plus
three years' administrative or supervisory experience.

ASST. DIRECTOR OF VOLUNTEER SERVICES

Under direction of the Director, the Asst. Director carries particular dele-
gated responsibilities. The position requires the equivalent of a master's
degree, plus one year administrative or supervisory experience.

PROGRAM DIRECTOR

Under direction of the Director, the Program Director carries delegated re-
sponsibilities with special service emphasis (e.g.$ RSVP, Student Nclunteers,
etc.).

COORDINATOR OF VOLUNTEER SERVICES

Under direction of the Director, the Coordinator administers a division within
a complex organization. p)ordinator plans, develops and implements policies,
and standards within the diviRion, and manages recruitment, orientation,
evaluation and recognition of volunteers in that unit.
1

ASST. COORDINATOR OF VOLUNTEER SERVICES

Under direction,of the Coordinator, the Asst. Coordinator carries particular
delegated responSibilities.

*This was taken from the U. S. Department of Labor, Division of classification,
Directory of-Occupational Titles, Revised 1974.
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SUPERVISOR OF VOLUNTEERS

, The Supervisor directly supervises volunteers in a particular project or work

Id

area and makes evaluative input to the program development and planning process.
Working with staff and community groups as assigend, the Supervisor plans and
carries out verational responsibilities as assigned, develops specific volunteer
assignments, recruits volunteers for those tasks, trains staff and keeps,ecords
of donations and services. Ast
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VIDEO FILMS

Challenging and Changing the Criminal Justice System

Volunteers In Probation, A Division of the National Council on Crime and
Delinquency, 200 Washington Square Plaza, Royal Oak, Michigan 48067.

TV tape cassettes, excellent quality and color

Selection) Orientation, Training and Supervision of Volunteers Length

Robert Moffitt -- Management, Funding, Research, Board Members, Admini-
stration (inctUjes 14 minute slide presentation)

x
60 Minutes

'Judge Keith J. Leenhouts -- Mechanics of a Volunteer Program 30 Minutes

John Stoeckel, Director, Volunteer Services, Hennepin County, Minnesota
(Minneapolis) Interviews:

The One-to-One Volunteer 28 Minutes
Pre-Sentence Reports Utilizing Volunteers' 28 Minutes
Administration and Management- 28 Minutes
Slides of One-to-One Volunteers (Pre-sentence Volunteers,
Volunteer:Professional Team) 45 Minutes
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VIDEO FILMS (Coniiinued)

Looking At Volunteers Length

W. Peter Kramer (Interview) -- A Volunteer's Story 60 Minutes

Barbara Kerby (Interview) -- A Woman Volunteer and Administration
of a Womeh's Volunteer Program

Bob and Betty (Interview) -- A Probtioner's View

Donald Amboyer (Intersview)` -- A Coordinator's View of Volunteers

Film (VIP-NCCD) -- Help Me Please

Volunteers and Prosecutors

Richard MCPartlin Diversion at the Prosecutor Level - Includes
discussion on the Kalamazoo, Michigan Citizens Probation Authority
program

Richar McPartiin -- Case Histories ot Volunteer Involvement

College Students Volunteer Programs

John Cauley -- Use of College Studentt in the Volunteer Movement

Jeanne Carney -r ACTION - National Student Volunteer Programs

pecial Categories

60 Minutes

50 Minutes

30 Minutes

30 Minutes

60 Minutes

30 Minutes

60 Minutes

28 Minutes

James Spivey, Sharon Clark, Rev. Archie Rich Volunteers and

Minorities 60 Minutes

__-
Sharon Clark Volunteers Working with Prostitutes 30 Minutes

James Spivey -- Role of Ombudsman and the We Care, Inc. Program

(Detroit)
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